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CHINA LAKE MASS MERIT AND BONUS PROCESS  

 
The China Lake Mass Appraisals MUST be done before any mass pay routines can be run. 

 
WARNING:!!!  There is no mass undo or halt – once these processes are started they will 
run to completion and if the parameters input were in error then each NPA will have to 
be individually cancelled or corrected!!! 
 

 

STEP ACTION 
 
1 

 
Log into DCPDS as US Federal HR Manager. 

 
2 
 
 
 
 
 
 
 
 
 
 
 

 
From the Navigation List – Click on Processes and Reports → Submit Processes and 
Reports → <Open>. 

 

 
3 

 
The Submit a New Request Window displays.  Select “Single Request”. 
• Click <OK>. 
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4 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
The Submit Request Window displays. 

• Click in the “Name” data field – Click on the LOV and Find “China Lake Mass 

Payout”. 

• Click <OK>. 

 

 
5 
 
 

 

 
The Parameters Window displays. 

• Click in the “Process Payout” data field – Click the LOV and select the type of 

payout to be run . 

Note:  Type 3 is currently used for October and type 1 is currently used for January. 
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6 
 
 

 
• Input the Effective Date of the payout actions and the effective date of the 

performance ratings to be selected.  The Performance rating effective date will 
almost always be the end of the performance rating year for China Lake, which 
is 31 July YYYY.  In only the most unusual cases will it be anything different than 
this. 

• Click <OK>. 

 

 
7 
 

 
• Select the appropriate printer. 

• Click <Submit>. 
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8 

 
 
 
 

 
The Requests Window will automatically display. 
 
Note:  Here you can see that the process is running and producing NPAs . . . . 
 

 

 
9 
 
 

 
The process has now completed.   

Make a note of the Request ID number, you will need it to query the process log. 
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10 
 
 
 
 
 
 

 

 
• The NPAs can be printed individually through Ghostview or  you may print them 

using the Batch print process or they can be printed through COGNOS. 

 

• Errors, if they occur, will be found in the Process Log and the RPAs will be routed 

to the WGI Personnel Inbox.   

 

Note:  The “Status” column will be Normal. 

 

 
11 

Process 
Log 

 
To view the Process Log – From the Navigation List – Click on Federal Maintenance 
Forms → Process Log(Federal) → <Open> 
 

 

 
12 

 
The Process Log Errors Window displays.  

To query on the Request ID number that you wrote down from step 11: 

• Click in the Program Name data field  - Press F11 and type %Request ID number% 

- Press Ctrl F11 to execute the query. 
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13 

 
The process log shows all records that have reached Mid Point. 
 

 

 
14 
 

 

 
The process log also shows all records that processed successfully.  If there had been 
errors they would be found here. 
 
Note:  You may export the process log text to a file for easier analysis if desired. 
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Example:  891 NPA – Merit payout 
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   Example:  889 NPA – Bonus payout 


